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1, Considerable study has been centered around problems experienced in
connection with the selection and placement of CIA elerlcal personnel, and
particularly the role of the Personnel Pool in these processese The findings
and recomnendations included in the various reports which have been developed
as a resuld of this study reveal a sound tasis for issuing at this time a set
of principles to

a. govern the objectives, organization, administration ard
functioning of the Personnel Pool, and to

be ouLline certain procedural rcqulromento for assigning clerical
- personngl to Agency pogxtlons.

2. Effectlze immediately, those activities of the 0ffice of Personnel
concerned with the recruitment, selection, placement and assigrment of
clerical personnel will be conducted consistent with the following policies:

a., The Personnel Pool will be operated by the 0ffice of Personnel
with the objective of maintaining a constant reserve of support—

clerical personnel for assignment as regular turnover replacenents
and to supply expanding staffing requirements. The Personnel Pool
will serve as the medium through which the Agency holds such support-~
clerical personnel through the period of their security clearance,
and, subsequently, until requirements for their specific assigmnments
develope

b. Compositlon of the Personnel Pool (exccpt permanent overhcad
staff) will be limited to support-clerical ani skilled or trade
personnel,

c. As long as slots are available within the Personnel Pool T/0,
clerical personnel selected for employment In the Agency will be
slotted against Pool positions rather than positions on T/0ts of
operating officess Clerical personnel recruited by members of
operating offices will, of course, be slotted directly to those

“offices (unless this is not desired by such offices). Placement
and assignment to £ill vacancies in operabting offices will be
accomplished through selection of qualified availatle persons who
have been initially slotted to the Persomnéel Foole

’ ) ) .
d. The Office of Personnel will enter on duty for the Personnel
Pool (for support-clerical positions) only persons who meet the
standards of proficiency for Lhe &rude gor which they are recruibol
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or those whose cepabllitics ave definitely determined by the Office
of Persormel to be abt levels which assure that acceptable standayrds
of proficicncy will te reached through the training which will be
conducted during their termre in tho Poole

. AL swporteclerical persomel assigned to the Personungl Pool
must participste in a full-tine training course of at least two
ywoeks? Cuvation, conducted by the Office of Training,. Setisfactory
completion of the course will be a prerequisite Lo placement wibhin
the Ageneye. Where sn eployee fails to atialn adequate capahility
lovels, the Office of Training will determinc the feapibility of
providing additional training. If a detormination is made that
additional training would not be profitable, the Cifice of Personnel
will ascertain the avallability of another posifion not regulring
the skills which the employee is wnable to develops if such re-
assigmment possibility does not exlst, the individwl will be
sepsrated for failure to qualify, Personnel will be excused from
attendance abt all or part of the training course only in those
cases where the Office of Training decides that an individualls
attained proficicncy Justifiles such action.

f. Since certain porbtions of the full training course conbent are
of & classified character, cach employee must have ab least two or
three days of training after full securilty clearance is issued, such
training to be given prior to the employects release fyom the Per-
sonnel Poole - . ;

ge Bupport-clerical personnel who are entered on duty only after
full gecurity clearance must complete the same training as that
(Parapraphs 1 e, and fo) required of persons who are assigned to
the Pool while awaibing sccurity clearance. This training require-
ment st be sabisfied before the Office of Pergonnel will give
clearance for persomnel in supporteclerical categorles to report
to the operating offices for thelr regular duby assignment,

he Provisionally cleared supporteclericdl persomnel in the Pool will
be detailed to perform wark projects at such times as they are not
required to participate in training programs in agcordance with the
foregoing statement of training standards. The Office of Perponnel
will accepdt work projects from operating offices only if such projects
do not entall deadline completion dates. In addition, the Office of
Perscnnel will accept such work projects only in an amount consistent
with the Yoolls capacity to bring such work to completion in a reason=
able pericde ,
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